¢L SE-:*L,
TN
g, i &

"'WST'IE.P'-

BSO Tutorial for Tax Year 2003

Social Security Number
Verification Service (SSNV S)

Contains the following lessons:

Request Online SSN Verification
» Submit an Electronic File for SSNV S Verification
* View Status and Retrieval Information
* View the Employee Verification Service (EVS) User Manual




BSO Tutorial — Tax Year 2003 Social Security Number Verification Service (SSNVS)

Lesson 1. Request an Online SSN Verification

Follow the instructions below to enter up to 10 Names and Social Security Numbersto be
verified by the Social Security Administration. Y ou must be a pilot participant and have a
Personal Identification Number (PIN) and password to use the Social Security Number
Verification Service (SSNVS).

Step 1. Point your browser to the Business Services Online Welcome page:
Www.soci al security.gov/bso/bsowel come.htm.

3 Business Services Online Welcome Page - IE6 > FO i =10l =|

File Edit ‘“iew Fawvaribes Tools  Help ﬁ
= BEck - =y - @ e | aﬁearch [3:] Favorites @Media @ | %v = - EJ ¢,

Links **

1 Snaglk

Address I hkkp: | b, socialsecuriby, gov fbso/bsowelcome, hkm j If*)GD

Step 2 Select the Login link on the Business Services Online Welcome page.

= Login

i wou hiee already registered, legin to use B850 senioes and to maintain your BSO account

The system displays the BSO - Privacy Policy Statement page.

Step 3. Select the | Accept button (located at the bottom of the page) after reading the
conditions defined on the BSO - Privacy Policy Statement page.
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The system displays the Business Services Online Login page.

Social Security Administration Page 1 of 18


http://www.socialsecurity.gov/bso/bsowelcome.htm

BSO Tutorial — Tax Year 2003 Social Security Number Verification Service (SSNVS)

oy il Serunny Ok
¥ Business Services Onling
L W kwaTy Dunswin SavwEr osees IR

i )
Tl i wh ey Fikdand peyesaond ee ssc oo
g i Nl | i e Pluivbeer Fi4) Pasimei] |
LR i i
.-.I 1 p
w Fo
wpier ™ Tl VIR ETTI i p spmsi e = wpie s T gpirem Tpme g gy e
P TOOTTT ol | R 1SS HTAR

Step 4. Enter your PIN and password.

Step 5:  Select the L ogin button to display the main menu. The system displays the BSO
Home Page. (To return to the Business Services Online Welcome page, select the
Cancdl button.)

Step 6:  Select the Request Online SSN Verification link.

>

T ES Verficalaon opban aloes o rs o maresally amer and subenit up % 10 Eacial Securfy Humibers and Mames o be wenifed by
Bacial BEacurily Administraiion. Resubs are retusned i |sboy 530 ravis

The system displays the SSN Verification page.
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Social Security Number Verification Service (SSNVS)
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You mu=t enter the Sacial Secunty Bumber, the First Name snd the Last Hame.
paandlancey figlds gre mdicaled by an *

For Help, salact tha *BENVE Onllne Halp® link st the top of this page, or select &
jcolumn heading, The S5HYS Onlne Help irk will take pou to the Table of Contents of
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Step 7:  Enter the information to request up to 10 names and SSNs for immediate
verification against SSA’ s records.

SSN, First Name, and Last Name are mandatory fields.

Step 8:  Select the Submit button to process the data. (Otherwise, select the Clear Form
button to delete the data.) The system displays the SSN V erification Results page.

This page will display the number of total records submitted, number of total
records that successfully verified, number of total records that failed verification
against SSA’s records, and the number of matches that came up as deceased. This

page will only display any results that do not match SSA’s records and those
identified as deceased.
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If any problems occur with the submission of the verification, the system will
display the Convert to Batch page. Select the Overnight button to process
your data in an overnight batch. Follow the instructions in Lesson 2: Submit
an Electronic File for SSN Verification for more information.
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Step 9:  Select the link in the Verification Result column to display the reason for the failed
verification.

The following are the verification result code descriptions:

SSN isnot in Social Security Administration’s records

Name and DOB match; Gender Code does not

Name and Gender Code match; DOB does not

Name matches; DOB and Gender Code do not

Name does not match; DOB and Gender Code not checked
Record does not match Social Security Administration’s records

a b W N -

*

If the data does not match SSA' s records, select the What to do if
Names/SSNs don’t match? link to view important information.

Step 10: Select the Verify More SSNslink to verify additional SSNs. (To return to the BSO
Home Page, select the BSO Homellink.)
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L esson 2: Submit an Electronic File for SSN Verification

Follow the instructions below to upload afile containing Names and Social Security
Numbers to be verified by the Social Security Administration. The results are available
within 24 hours,

Step 1:  Point your browser to the Business Services Online Welcome page:
www.soci al security.gov/bso/bsowel come.htm.

<3 Business Services Online Welcome Page - IEG = FO e o ] |

File Edit ‘iew Favorites Tools  Help
dmBack - = - E) ot | ‘Qisearch [GlFavorites Media % | Ey- S - = fe

Links **

1 5naglt

Address I hktp: /v, socialsecurity, gov/bso/bsowelcome. htm j @GD

Step 2:  Select the Login link on the Business Services Online Welcome page.

= Login
o'

Fyou have already registered, legin to use B850 senvices and to maintain your B850 account

The system displays the BSO - Privacy Policy Statement page.

Step 3. Select the | Accept button (located at the bottom of the page) after reading the
conditions defined on the BSO - Privacy Policy Statement page.

Dy mbeiing B 7Aoo buden, you s ceiifying Bl e
undermsar srd sgres fa B iwra of uss far Denineax Servican
Cniirs: Hhasd: parimen o e sypanj of scceee pau o mhadassl

The system displays the Business Services Online Login page.
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Step 4:

Step 5:

Step 6:

ey Social SecurtyCinfine
w Business Services Online

Businsss Sardcags Crline Lonr

Typed your ragismation Pt and perseveord | dian selact Login

Personal Identification Bumber (FR): | Paspwand: |
I i Py P00 raDd e el Dl s selid Fiefdl ydis Pdddwaill
Logw | (=15
HTE & paeossord o reqeersd sber 3 daye bam the csle yoa repisiered | ypaa horve ool sscewsd pon
irmprrary Eaaeetdd wikm 1 oy ool Fes Erpdeser Beparieg Ronch & |- besiassn

Wirsiyy srdd Fraey, T gom to FO0) s Fasipen Tors Voo ey slan oall ihis rigrkes @ ppij bass
kwgatinon your FIN of Paageoed For TOOVTTY call | 000-T25077H

Have @ gseation P Call 100 TT2 6200 50 apeaah wih Exgioger il proed SEms oo
Fiog TOOOTTY el 1000 2230770

Enter your PIN and password.

Select the L ogin button to display the main menu. The system displays the BSO
Home Page. (To return to the Business Services Online Welcome page, select the
Cancd button.)

Select the Submit an Electronic Filefor SSN Verification link.

= Submit an Electronic File for S50 \i:_gf-_ﬁg_m
The slachone fe 2ubm o oplon Sk Smpl et suBmil 3 i conlsniig N and Social Seconty Numbees (o be variled by Socis

Eacunty Admeni=iration. The dala in the e st be indhe comact farmal

The system displays the File Submission for SSN Verification page.
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. Socil Security Onlic
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File Submission for SSN Verification

Files subsrnilts=d Monday - Frideny will B Sealsils within 24 hours. Flles submitad
aftsr 500 pom. (E&stem time) on Friday or Saturday and Sunday vall be available by
8.00 am the follwang Monday

Ertar the ul pathnams of the ik [0 submil o selact Browess 16 pick the ks Whan you
haws chosen the fiks, sslect Submit File Mow. ou will receive a Canfirmabion
Weszage and Tracking Mumber when your file submission is complete

Fir Halp, salect the SSMVE Colins Halp link at 1he top of this page of fhe Srowse
utton Instructons S Dragow bsers Sek The SSHNVES Online Halp link vl take pou
to e Table of Contents of the S50YS Help page. The Browse Batton Instructons for

Cragon Users Ink will take you directly 1o the Help section entiied “Browss Bufton -
For Dragon Lsers”, Help instructions wall cpen & new windoms Close the Help window
PRI 10 15 windaw

File to Submit: | Brosse.
Suberd Fila hiaw |

Elapsad Subrission Tima F
Have & queatgn? Csll 1.000 JT2.627T0 1o spass with Employes Cuslgess Semiis pampnns
Far TODUTTY call 15003250774,

BS0 Home | 850 Inforrmation Links| Contact 554 | Eayhoand Navigation) Logout

Step 7 Enter thefile to be uploaded by either typing the file name in the File to Submit
field or by selecting the Browse button located next to the field.

Thefile can beup to 4 MB for batch processing. Resultswill be available
within 24 hours.

It isrecommended that you zip your fileusing WinZip or PKZIP.
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Step 8:  Select the Submit File Now button. The system displays the Tracking Number
Confirmation page.

— Fn'H:IJJE"E\'Lﬂ'I‘\"H‘Il.I‘:‘ . "
“ Business Services Online

Tracking Kusber Confimation

¥our file has been successfully submitted

fere 15 pour Tracking Mumber Yoo wi reed Hes number borein eve the resols of yoor
& E ]

1C100001

We recammend thal you print or save & copy of this Tracking Mumber
Confirmaticen for yesir reconds.

Files submitted Moncey - Fridsy will bo svarabie witin 24 hows Fikes submitiod

sfer 500 pom |Esslsm ime] an Fnday or Sshordsy dnd Sundsy waill be avaialie by
00 a e Nolowdng Wonday

Eabrail dnctwi Fiw |

Horse Prge |

Hes= 5 guerkee? Dl 1.EEITY EIF S0 spesd wil Employs Casmer Ssrace pencensl
For TOOKTTY ool 1800 XIS4T

Be sureto keep arecord of thistracking number. You will need it to
track the status of your submitted file.

Step 9:  Select the Submit Another File button to submit another file. (Otherwise, select
the Home Page button to return to the BSO Home Page.)

Social Security Administration
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Lesson 3: View Status and Retrieval | nformation

Follow the instructions below to view the current status of a submission, view results from an
uploaded file, or download verification results.

Step 1:  Point your browser to the Business Services Online Welcome page:
www.soci al security.gov/bso/bsowel come.htm.

43 Business Services Online Welcome Page - IE6 = FO IR 1Ol =|

File Edit ‘iew Favorites Tools  Help ﬁ
= EBack - = v @ o | @Search [32] Favarites @Media ’;;3 | %v =h - ]g |§¢

Links **

.ﬁ.ddressl hktp: | hanwar, socialsecurity, govfbso/bsowelcome, htm j @GD L Snaglt

Step 2. Select the Login link on the Business Services Online Welcome page.

= Login
o'

Fyou have already registered, legin to use B850 senvices and to maintain your B850 account

The system displays the BSO - Privacy Policy Statement page.

Step 3. Select the | Accept button (located at the bottom of the page) after reading the
conditions defined on the BSO - Privacy Policy Statement page.

Dy mbeciing e 1 ScoepT buSon, you e cerilfying Bl paw
uncerraed erd sgees fa B iwra of uss S3 Benineax Servicen
Cniirs: Hhasd: parimen o e sypanj of scceee pau o mhadassl

| T |

o __

The system displays the Business Services Online Login page.
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aon Socil SecurityOrire . ]
% Business Services Online

i, Lyihres (ALY

TP YTILF el aradl on PR and pagswond, than ssiact Logn
Persanal entificalion Mumbes [PIN) | Passward

Braps gor pELvATEH Famst yaur Rensw
g l:lh.lIJ

KOTE & pancwar] moregoasd sller T dops Sam it isde sow mguismd B poe deve ool recsswd v

fempumyry pavpaond within 71 gaye call (ks Emplayer Fepedng Brarch o |-G pefwenn

Mardwy mngd Pradap, T am o0 apm Esism Ters o) map nho coll dan nignkey ©poy ha
agotiee pEEl FIH or Pasassag For TOTUTTY ool LHEE-TNHITT

Hwv o quaraee’ Col 100071 &3 iz wannk wit Erplasn Cusorsr Sanvews parecrrsd
Fer TOCKTTS el 800003085 00774,

Step 4:  Enter your PIN and password.

Step 5:  Select the L ogin button to display the main menu. The system displays the BSO
Home Page. (To return to the Business Services Online Welcome page, select the
Cancd button.)

Step 6:  Select the View Status and Retrieval Information link from the BSO Home Page.

P View Status and Retrieval Information
The Elabug and Relrieval oplion allows &mplog o wiEw [ curenl sEalus ol & subrmessson

The system displays the Status and Retrieval page.
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Step 7. Select one of the following options to view the status of your submitted file.

Option 1: Enter the specific tracking number.

Option 2: Enter a start and end date to view the status of files submitted within that
timeframe.

Option 3: View the 100 most recent SSNV S file submissions associated with your
PIN.

Step 8:  Select the appropriate Submit button. The system displays the Status and Retrieval
Results page.
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Social Security Number Verification Service (SSNVS)
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Step 9: Select the DWNLD link in the Retrieval Option column to download the report, if
applicable. Select the VIEW link in the Retrieval Option column to view the report,
if applicable.

Step 10: Select the link in the Status column for more information about the status of your
submission, if applicable.
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L esson 4: View the Employee Verification Service (EVS) User
Manual

Follow the instructions below to browse the Employee Verification Service (EVS) User
Manual online.

Step 1. Point your browser to the Business Services Online Welcome page:
www.soci al security.gov/bso/bsowel come.htm.

43 Business Services Online Welcome Page - IE6 = FO L -0l x|

File Edit Yiew Favoribes Tools  Help ﬁ
4= Back v = v @ b | @Search [32] Favorites @Media {3 | %v = - ]g |§¢

Links **

O15naglt

.ﬁ.ddressl hktp: | e, socialsecurity, govibso/bsowelcarme. htm j @GD

Step 2. Select the Login link on the Business Services Online Welcome page.

= Login
o

fwou hire already registered, legin to use 850 serices and to maintain your BS0 account

The system displays the BSO - Privacy Policy Statement page.

Step 3. Select the | Accept button (located at the bottom of the page) after reading the
conditions defined on the BSO - Privacy Policy Statement page.

Dy mbeiing B 71 AcompT bufon, you ees ceiffying B paw
unéerrmnd srd sgres o e ievra o uss o Dunineax Servcan
Ciirs Hrasd: parisen o g sy of scocsen you ore mhasiassl
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The system displays the Business Services Online Login page.
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Step 4. Enter your PIN and password.

Step 5:  Select the L ogin button to display the main menu. The system displays the BSO
Home Page. (To return to the Business Services Online Welcome page, select the
Cancd button.)

Step 6: Select the View Employee Verification Service (EVS) User Manual link.

P View Employe erification Service (EVS) Liser Manual
Thit Ernplconie Virfical JSerice (EVED Uiser Manual provides addilional infarmation an submitling Ales
o Sacisl Security Administration for werification and refrigving e results of the submissions

The system displays a File Download dialog box.
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Social Security Number Verification Service (SSNVS)
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Step 7. Select Open to view the EVS User Manual. The system opensthe online EVS User

Manual.
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